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Task Book Qualification Record Books (Task Books) have been developed for various
certification levels within the Oregon Department of Public Safety Standards and Training
(DPSST) system. Each Task Book lists the job performance requirements (JPRs) for the
specific certification level in a format that allows a candidate to be trained and evaluated
during one (1) session. Successful performance of all tasks, as observed and recorded by
a qualified and approved evaluator may result in the candidate’s eligibility for DPSST
certification.

Before a job performance evaluation can be evaluated, all requisite knowledge and skills
must be satisfied. In addition, all relative Task Book evaluations must be checked off by a
qualified evaluator. When all prescribed requirements have been met, an application for
certification may be forwarded to DPSST. All certificates are mailed to the Training
Officer at his/her Fire Service Agency.

TASK BOOK SPECIFICATIONS:

To successfully complete a task book, only an evaluator certified as an NFPA Fire Officer
at the candidate’s specific level or higher may sign off on the JPR’s. ‘Requisite Knowledge’
sections may be completed during class and signed by the instructor. ‘Requisite Skills’
sections must be conducted and signed at the candidate’s fire agency.

NFPA TASK BOOK INFORMATION:

The JPRs covered in this Task Book meet or exceed all NFPA published standards for this
certification level at the time of this publication. Mention of NFPA and its standards do
not, and are not intended as adoption of—or reference to—NFPA standards. For more
information on the complete job performance requirements and data, see the individual
DPSST Task Book for that certification level.

HOW TO EVALUATE PERFORMANCE:

Each JPR has one corresponding box to the right in which to confirm a candidate’s success.
The evaluator shall indicate successful passing by the candidate of each JPR by initialing
and dating (see example).

*A vertical line (|) to the left of the document indicates a change from the previous
standard.

EXAMPLE:

4.2.1 Assign tasks or responsibilities to unit
members, given an assignment at an emergency
incident, so that the instructions are complete,
clear, and concise; safety considerations are
addressed; and the desired outcomes are
conveyed.
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NFPA Fire Officer 11l Evaluator Signature Page

This signature page is a tool for your agency to document completed tasks; completion of the entire Task
Book is still required (if not utilizing Task Performance Evaluations). The signature page and documentation
should be kept on file at your agency. Please do not submit the Task Book or signature page to Department
of Public Safety Standards and Training.

NFPA Fire Officer

Initials DPSST Fire # Certification Level Printed Name Signature
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TASK BOOK QUALIFICATION RECORD
FOR THE CERTIFICATION LEVEL OF

NFPA Fire Officer 111

Prior to becoming certified in this position, the sample candidate must successfully
complete the following Job Performance Requirements (JPR). The evaluator shall initial
and date the appropriate box to indicate successful completion. For each JPR there are
requisite knowledge and skill requirements. The evaluator must initial and date in the box
provided to indicate the meeting of those requirements before the firefighter may proceed.

6.1 General. For qualification at Fire Officer Level Ill, the Fire Officer
I1 shall meet the job performance requirements defined in Sections 6.2
through 6.8 of this standard.

6.1.1 * General Prerequisite Knowledge. Current national and
international trends and developments related to fire service
organization, management, and administrative principles, as well as
public and private organizations that support the fire and emergency
services and the functions of each.

6.1.2 General Prerequisite SKills. The ability to research, to use
evaluative methods, to analyze data, to communicate orally and in
writing, and to motivate members.

6.2 Human Resource Management. This duty involves establishing
procedures for hiring, assigning, maintaining AHJ-approved continuing
education requirements, promoting, and encouraging professional
development of members, according to the following job performance
requirements.

6.2.1 Establish minimum staffing requirements, given available human
resources; policies and procedures; federal, state, and provincial laws;
and rules and regulations, so that AHJ job-related credentials are
maintained.

(A) Requisite Knowledge. Minimum staffing requirements, available
human resources, and policies and procedures.

(B) Requisite Skills. The ability to relate interpersonally and to
communicate.
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6.2.2 Develop procedures for hiring members, given policies of the
AHJ and legal requirements, so that the process is valid and reliable.

(A) Requisite Knowledge. Applicable federal, state/provincial, and
local laws; regulations and standards; and policies and procedures.

(B) Requisite Skills. The ability to communicate.

6.2.3 Develop procedures and programs for promoting members, given
applicable policies and legal requirements, so that the process is valid
and reliable, job-related, and nondiscriminatory.

(A) Requisite Knowledge. Applicable federal, state/provincial, and
local laws; regulations and standards; and policies and procedures.

(B) Requisite Skills. The ability to communicate, to encourage
professional development, and to mentor members.

6.2.4 Describe methods to facilitate and encourage members to
participate in professional development, given a professional
development model, so that members achieve their personal and
professional goals.

(A) Requisite Knowledge. Interpersonal and motivational techniques,
professional development model, goal setting, and personal and
organizational goals.

(B) Requisite Skills. The ability to evaluate potential, to communicate
orally, and to counsel members.

6.2.5 Develop a proposal for improving a member benefit or for a new
member benefit, given a need in the organization, so that adequate
information is included to justify the requested benefit improvement.

(A) Requisite Knowledge. Organization's benefit program.

(B) Requisite Skills. The ability to conduct research and to
communicate.
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6.2.6 Develop a plan for providing a member accommodation, given a
member need, the requirements, and applicable law, so that adequate
information is included to justify the requested change(s).

(A) Requisite Knowledge. Organization's policies and procedures, and
legal requirements or reasonable accommodations.

(B) Requisite Skills. The ability to conduct research and to
communicate.

6.2.7 Develop an ongoing continuing education and training program,
given organizational training requirements, so that members of the
organization are given appropriate training to meet the mission of the
organization.

(A) Requisite Knowledge. Organizational mission and goals, training
program development, and needs assessment.

(B) Requisite Skills. Ability to perform a needs assessment and to
communicate.

6.3 Community and Government Relations. This duty involves
developing programs that improve and expand service and build
partnerships with the public, according to the following job
performance requirements.

6.3.1 * Develop a community risk reduction (CRR) program, given
risk assessment data, so that program outcomes are met.

(A) Requisite Knowledge. Community demographics, resource
availability, community needs, customer service principles, and
program development.

(B) Requisite SkKills. The ability to relate interpersonally, to
communicate, and to analyze and interpret data.

6.4 Administration. This duty involves preparing a divisional or
departmental budget, developing a budget management system,
developing grant applications, soliciting bids, planning for resource
allocation, and working with records management systems, according
to the following job performance requirements.
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6.4.1 Develop a divisional or departmental budget, given schedules and
guidelines concerning its preparation, so that capital, operating, and
personnel costs are determined and justified.

(A) Requisite Knowledge. The supplies and equipment necessary for
existing and new programs; repairs to existing facilities; new
equipment, apparatus maintenance, and personnel costs; and approved
budgeting system.

(B) Requisite Skills. The ability to allocate finances, to relate
interpersonally, and to communicate.

6.4.2 * Develop a budget management system, given fiscal and
financial policies, so that the division or department stays within the
budgetary authority.

(A) Requisite Knowledge. Revenue to date, anticipated revenue,
expenditures to date, encumbered amounts, and anticipated
expenditures.

(B) Requisite Skills. The ability to interpret financial data and to
communicate.

6.4.3 Describe the organization's process for developing requests for
proposal (RFPs) and soliciting and awarding bids, given established
specifications and the organization's policies and procedures, so that
competitive bidding is ensured.

(A) Requisite Knowledge. Purchasing laws, policies, and procedures.

(B) Requisite SkKills. The ability to use evaluative methods and to
communicate.

6.4.4 Direct the development, maintenance, and evaluation of a
department record and management system, given policies and
procedures, so that completeness and accuracy are achieved.

(A) Requisite Knowledge. The principles involved in the acquisition,
implementation, and retrieval of information by data processing as it
applies to the record and budgetary processes and the capabilities and
limitations of information management systems.
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(B) Requisite Skills. The ability to use evaluative methods, to
communicate, and to organize data.

6.4.5 Analyze and interpret records and data, given a fire department
records system, so that validity is determined and improvements are
recommended.

(A) Requisite Knowledge. The principles involved in the acquisition,
implementation, and retrieval of information and data.

(B) Requisite Skills. The ability to use evaluative methods, to
communicate orally and in writing, and to organize and analyze data.

6.4.6 * Develop a model plan for continuous organizational
improvement, given resources for an area to be protected, so that
resource utilization is maximized.

(A) Requisite Knowledge. Policies and procedures, physical and
geographic characteristics and hazards, demographics, community
plan, staffing requirements, response time benchmarks, contractual
agreements, recognized best practice assessment programs, and local,
state/provincial, and federal regulations.

(B) Requisite Skills. The ability to research, to use evaluative
methods, to analyze data, to communicate orally and in writing, and to
organize.

6.5 Inspection and Investigation. This duty involves evaluating
inspection programs of the AHJ to determine effectiveness and
developing public safety plans, according to the following job
performance requirements.

6.5.1 Evaluate the inspection program of the AHJ, given current
program goals, objectives, performance data, and resources so that the
results are evaluated to determine effectiveness.

(A) Requisite Knowledge. Policies and procedures, accepted
inspection practices, program evaluation, and applicable codes,
standards, and laws.

(B) Requisite Skills. The ability to use evaluative methods, to analyze
data, and to communicate.

6.5.2 Develop a plan, given an identified fire safety, emergency
medical, and/or public health problem, so that the approval for a new
program, piece of legislation, form of public education, intervention,
and/or fire safety code is facilitated.
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(A) Requisite Knowledge. Policies and procedures and applicable
codes, ordinances, and standards and their development process.

(B) Requisite Skills. The ability to use evaluative methods, to use
consensus-building techniques, to communicate orally and in writing,
and to organize plans.

6.6 Emergency Service Delivery. This duty involves managing
multiagency planning, deployment, and operations, according to the
following job performance requirements.

6.6.1 Prepare an action plan, given an emergency incident requiring
multiple agency operations, so that the required resources are
determined and the resources are assigned and placed to mitigate the
incident.

(A) * Requisite Knowledge. Policies; procedures; standards,
including the current editions of NFPA 1600, NFPA 1700,

NFPA 1710, and NFPA 1720; the sources of emergency operations
controlling authority, including EMS protocols if applicable; and
resources, capabilities, roles, responsibilities, and authority of support
agencies.

(B) Requisite Skills. The ability to use evaluative methods, to delegate
authority, to communicate orally and in writing, and to organize plans.

6.6.2 Develop and conduct a post-incident analysis, given a
multiagency incident and post-incident analysis policies, procedures,
and forms, so that all required critical elements are identified and
communicated and the appropriate forms are completed and processed
in accordance with policies and procedures.

(A) Requisite Knowledge. Elements of a post-incident analysis,
emergency management plan, critical issues, involved agencies'
resources and responsibilities, procedures relating to dispatch response,
strategy tactics and operations, and customer service.

(B) Requisite Skills. The ability to write reports, to communicate
orally, and to evaluate skills.

6.6.3 Develop a plan for the organization, given an unmet need for
resources that exceed what is available in the organization, so that the
mission of the organization is capable of being performed in times of
extraordinary need.
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(A) Requisite Knowledge. Needs assessment and planning.

(B) Requisite Skills. The ability to conduct a needs assessment,
evaluate external resources, and develop a plan.

6.7 Health and Safety. This duty involves developing, managing, and
evaluating a departmental health and safety program, according to the
following job performance requirements.

6.7.1 Develop a measurable accident and injury prevention program,
given relevant local and national data, so that the results are evaluated
to determine effectiveness of the program.

(A) Requisite Knowledge. Policies and procedures, accepted safety
practices, and applicable codes, standards, and laws.

(B) Requisite SkKills. The ability to use evaluative methods, to analyze
data, and to communicate orally and in writing.

6.8 Emergency Management. This duty involves policies, procedures,
and programs for the role of the fire service in the community’s
emergency management plan and the roles of local, state/provincial,
and national emergency management agencies.

6.8.1 Develop a plan for the integration of fire services resources in the
community’s emergency management plan, given the requirements of
the community and the resources available in the fire department, so
that the role of the fire service is in compliance with local,
state/provincial, and national requirements.

(A) Requisite Knowledge. Role of the fire service; integrated
emergency management system; preparedness-emergency management
planning; emergency operations centers; and roles of local,
state/provincial, and national emergency management agencies.

(B) Requisite Skills. The ability to communicate orally and in writing
and to organize a plan; and familiarity with emergency management
interagency planning and coordination.
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